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HOW TO USE THE 
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AGENDA
» What is the Membership Portal?

o Who Has Access?

» Using the Membership Portal.

o Activating Students to IRL.

o Monitoring Student Accounts.

o Available Resources.

o Contacting Customer Service.

» Questions.



WHAT IS THE
MEMBERSHIP PORTAL?



AMATEURISM-ONLY 
CERTIFICATION ACCOUNT
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» January, Convention 2022: 
Division III passed legislative 
proposal 2022-2.

o Requires an amateurism-
only certification for 
international student-
athletes initially enrolling on 
or after Aug. 1, 2023 

» April: Welcome email from 
Eligibility Center with 
instructions on creating an 
Eligibility Center account for 
your school.

https://mc97gsxn49y6wmpf4p2n764zq7z1.pub.sfmc-content.com/yp25ezy1avh
https://mc97gsxn49y6wmpf4p2n764zq7z1.pub.sfmc-content.com/yp25ezy1avh


AMATEURISM-ONLY 
CERTIFICATION ACCOUNT
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» June: Regional Rules session, included overview on the 
policies, processes and requirements.

https://regionalrules.ncaa.org/2022/agenda/session/843639
https://regionalrules.ncaa.org/2022/agenda/session/843639


DID YOU MISS THE DIII 
REGIONAL RULES WEBINAR?

Scan the QR Code Below
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View a Recording of the
Division III World of 
Compliance Webinar 



DIVISION III MEMBER 
EXPERIENCE



WHAT IS THE
MEMBERSHIP PORTAL?
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» Your go-to application for most of the activities 
related to NCAA Eligibility Center initial eligibility. 

o Includes information, policies and procedures, 
tutorials, publications, presentations and forms.



WHO HAS ACCESS TO THE PORTAL?
» Before your school gets access to the portal, it must 

have an established Eligibility Center account.

o If your school has an 
account, the Eligibility 
Center Membership 
Portal tile will appear 
on your NCAA 
Applications 
landing page.

o No tile? Contact your 
NCAA applications 
administrator. 
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https://web3.ncaa.org/directory/memberList?type=12&division=III


WHO HAS ACCESS TO THE PORTAL?
» Your school’s NCAA applications administrator can 

add your name to the list of staff (school’s Eligibility 
Center contacts list).

o These individuals will interact with the Eligibility 
Center staff. 

o Eligibility Center staff can share student-specific 
information only with individuals on this list.

o Level of access is established by applications 
administrator. 
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USING THE 
MEMBERSHIP PORTAL



MEMBERSHIP PORTAL: LET’S LOG IN
» Got to ncaa.org.

» Click on menu button, top-right corner. 

16

http://www.ncaa.org/


MEMBERSHIP PORTAL: LET’S LOG IN
» Click on arrow at right of Membership option.

» Click My Apps from dropdown options.
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MEMBERSHIP PORTAL: LET’S LOG IN

18

» Click on EC tile.

» No tile? Reach 
out to your 
NCAA 
applications 
administrator.

https://web3.ncaa.org/directory/memberList?type=12&division=III
https://web3.ncaa.org/directory/memberList?type=12&division=III


MEMBERSHIP PORTAL HOMEPAGE
» Where important announcements and updates are 

posted when needed.
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MEMBERSHIP PORTAL HOMEPAGE
» Exact number of tabs at the top of the page will 

depend on the access granted by your school, but 
typically your screen will include tabs for the topics 
shown below: IRL, Reports, Resources, Contact Us.
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IF YOUR NCAA APPLICATIONS 
DOESN’T INCLUDE THE EC TILE, 
WHAT’S THE CORRECT PROCESS?
A. Contact the Eligibility Center Customer Service team.

B. Request access from your school’s NCAA 
applications administrator.

C. Email your school’s IT department.

Knowledge Check

B. Request access from your school’s NCAA 
applications administrator.

Click the Q&A Button to Ask Your Questions
Our team is standing by live!



Activate student-athlete to IRL.
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MEMBERSHIP PORTAL

Monitor progress of specific 
student-athlete account.

Update sponsored sports list.

Access resources, 
information and support.



IRL Tab
ACTIVATING A STUDENT



Searching by Demographics
» IRL: Institutional request list.

o Student-athletes must have an Eligibility Center 
Certification account to be seen in the 
system/added to an IRL.

» Fill in your search criteria and click Go Search.
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ACTIVATE A STUDENT



» Check the box next to selected student’s NCAA ID.

» Click to activate (or deactivate).

o Green indicates student-athletes is already activated.

Searching by Demographics
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ACTIVATE A STUDENT
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ACTIVATE A STUDENT

» Search options include searching by high school.

Searching by High School
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ACTIVATE A STUDENT

» Enter Ayres Prep in High School Name field, then click Get.

Searching by High School: Sample Student
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ACTIVATE A STUDENT

» Search results are provided for all students from 
that high school who currently have a Certification 
account with the Eligibility Center.

» Locate the student, check the box next to selected 
student’s NCAA ID, then click to activate to your IRL.

Searching by High School: Sample Student
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DEACTIVATE A STUDENT



Student Not Found
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ACTIVATE A STUDENT

» Student only has a free Profile Page account:

o Contact student and ask them to transition their 
account from a Profile Page account to an 
Amateurism-Only Certification account.

> $70 fee.

» Student doesn’t have an Eligibility Center account:

o Contact student and ask them to create an 
Amateurism-Only Certification account.



Student Not Found
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ACTIVATE A STUDENT

» Student information is incorrect, or they do not 
have their high school(s) listed correctly in their 
Eligibility Center account:

o Try searching by another method: Sport or 
NCAA ID, for example.

» Still can’t locate student? Member schools contact 
the Eligibility Center Customer Service team:
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I’VE SEARCHED AND CANNOT FIND 
A STUDENT-ATHLETE. 
WHAT DO I DO?
A. Contact the student-athlete. 

B. Contact the high school they are attending.

C. Contact the Eligibility Center Customer Service team.

D. Any of the above.

Knowledge Check

C. Contact the Eligibility Center Customer Service team.

Click the Q&A Button to Ask Your Questions
Our team is standing by live!



Activate student-athlete to IRL.
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MEMBERSHIP PORTAL

Monitor progress of
student-athlete account.

Update sponsored sports list.

Access resources, 
information and support.



Reports Tab

MONITORING
STUDENT-ATHLETE 
ACCOUNTS



MONITORING STUDENT ACCOUNTS
Search 
Student 
Details
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» Demographics.
» Sport.
» Specific 

details.



MONITORING STUDENT ACCOUNTS
Search Student Details
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» Default is current recruitment cycle.
» Each new cycle begins May 1 annually.



MONITORING STUDENT ACCOUNTS
Search 
Student 
Details: 
Sample 
Student
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» Enter Account
in Last Name 
field. 

» Click Go 
Search 
(bottom left-
hand corner).



MONITORING STUDENT ACCOUNTS
Search Student Details
» Review student details, including certification status.
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MONITORING STUDENT ACCOUNTS
Track Students
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» To check test scores, transcripts, academic and 
amateur statuses, click Get PSA Details. 



MONITORING STUDENT ACCOUNTS
Track Students
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» Select students you want to follow and click Track Students. 
o Selected students’ NCAA ID will turn green.
o Untrack a student using the same method.



MONITORING STUDENT ACCOUNTS
Additional Reports
» Select the Additional Reports tab, under Reports.
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MONITORING STUDENT ACCOUNTS
Additional Reports
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» You may choose from the following:

a. No Core-Course List Report.

b. Open Tasks Report - Action Required.

c. Open Tasks Report - All.

d. Student Email Report.



MONITORING STUDENT ACCOUNTS
Additional Reports
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WHAT IS THE DEFAULT RECRUITMENT 
CYCLE IN THE SYSTEM ON THE STUDENT 
DETAILS REPORT ON JUNE 1, 2023?
A. 2022-2023.

B. 2023-2024.

C. 2024-2025.

D. None of the above.

Knowledge Check

B. 2023-2024. The cycle changes May 1 annually.

Click the Q&A Button to Ask Your Questions
Our team is standing by live!



Activate student-athlete to IRL.
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MEMBERSHIP PORTAL

Monitor progress of
student-athlete account.

Update sponsored sports list.

Access resources, 
information and support.



IRL Tab

UPDATING YOUR 
SPONSORED 
SPORTS LIST



Sport Activation and Inactivation Screen
» Your school’s currently selected sports will 

appear on the left side of the screen.
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UPDATE SPONSORED SPORTS LIST



1. To deactivate one or more of those sports, click the 
“De-Activate” link that corresponds with the sport.

2. The deactivated/nonsponsored sports are listed to 
the right and can be added by clicking the “Add 
Sport” link next to the sport.
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UPDATE SPONSORED SPORTS LIST
Sport Activation and Inactivation Screen



Activate student-athlete to IRL.
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MEMBERSHIP PORTAL

Monitor progress of
student-athlete account.

Update sponsored sports list.

Access resources, 
information and support.



Resources Tab

RESOURCES, 
INFORMATION 
AND SUPPORT



RESOURCES, INFORMATION 
AND SUPPORTS
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» Select Resource Links from the Resources tab.



RESOURCES, INFORMATION 
AND SUPPORTS
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» Instructional and 
educational 
materials.

» Links to the latest 
educational 
opportunities 
offered by the 
Eligibility Center.

Resources Links



RESOURCES, INFORMATION 
AND SUPPORTS
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» Also available on the Resources tab.

Update Your School’s Contacts



1. Select the View/Update Contacts tab, under Resources.

2. To edit or delete a contact, simply click the preferred 
option (Edit or Delete, as shown at left), located just 
below the specific contact.

3. Then type in the field to update the contact information.

4. To add a new contact to an empty MI contact field, click 
Edit and type in the new contact’s information.
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UPDATE YOUR SCHOOL’S CONTACTS



Best Practices
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UPLOAD YOUR SCHOOL’S CONTACTS

» The first and second contact should list those who 
interact the most with the Eligibility Center. 

» Each NCAA member school can have up to 10 
contacts. The first two contacts automatically 
receive the Eligibility Center’s newsletter.

» Email address used should be a 
university/institutional (.edu) email address.

» Review your school’s contact list at the start of 
each semester, or when changes occur.



RESOURCES, INFORMATION 
AND SUPPORTS
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» Select Upload Documents on the Resources tab.

Upload Documents



1. Use the search criteria to find the student-athlete’s 
account for whom you need to upload a document.

2. Examples of documents you may need to upload include:

a. Matriculation letters.

b. Academic Record Submission Forms.

61

UPLOAD DOCUMENTS
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CONTACTING CUSTOMER SERVICE

» Click Contact Us for the inquiry submission form.

Contact Us

» Click Submit Request 
after entering data.

» Allow three business 
days for a response.



MEMBERSHIP PORTAL
QUICK START GUIDE

Scan the QR Code Below
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View the
Membership Portal 

Quick Start Guide



Twitter
@NCAAEC

Instagram
@PLAYCOLLEGESPORTS

Facebook
@NCAAEC

SOCIAL MEDIA
Follow the NCAA Eligibility Center



NCAA is a trademark of the National Collegiate Athletic Association.

@ncaaec @playcollegesports @ncaaec

THANK YOU FOR JOINING!

Membership Portal 
Quick Start Guide

Contact the Eligibility Center
» Membership support line.

o 877-544-2950.

> Monday-Friday.

> 8:30 a.m. to 5:30 p.m. Eastern time.

» Account inquiries:

o NCAA membership only:

> ecinfo@ncaa.org.

o International student-athletes:

> ec-international@ncaa.org.

https://twitter.com/ncaaec
https://www.instagram.com/playcollegesports/
https://www.facebook.com/ncaaec/
https://twitter.com/ncaaec
https://www.instagram.com/playcollegesports/
https://www.facebook.com/ncaaec/
mailto:ec-processing@ncaa.org?subject=Document%20Submission
mailto:ecinfo@ncaa.org?subject=Account%20Inquiry
mailto:Ecinfo@ncaa.org
mailto:Ec-international@ncaa.org


@ncaaec @playcollegesports @ncaaec

CONTACT THE NCAA ELIGIBILITY CENTER

Membership support line: 877-544-2950
Monday-Friday · 8:30 a.m. to 5:30 p.m. Eastern time

NCAA is a trademark of the National Collegiate Athletic Association.

https://twitter.com/ncaaec
https://www.instagram.com/playcollegesports/
https://www.facebook.com/ncaaec/
https://twitter.com/ncaaec
https://www.instagram.com/playcollegesports/
https://www.facebook.com/ncaaec/
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